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(e) Eliminate unnecessary reports
and design necessary reports for ease of
use;

(f) Provide rapid handling and accu-
rate delivery of mail at minimum cost;
and

(g) Organize agency files in a logical
order so that needed records can be
found rapidly to conduct agency busi-
ness, to ensure that records are com-
plete, and to facilitate the identifica-
tion and retention of permanent
records and the prompt disposal of
temporary records. Retention and dis-
posal of records is governed by NARA
regulations in 36 CFR chapter XII.
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§102-194.5 What is the Standard and
Optional Forms Management Pro-
gram?

The Standard and Optional Forms
Management Program is a Govern-
mentwide program that promotes
economies and efficiencies through the
development, maintenance and use of
common forms. The General Services
Administration (GSA) provides addi-
tional guidance on the Standard and
Optional Forms Management Program
through an external handbook called
Standard and Optional Forms Proce-
dural Handbook. You may obtain a
copy of the handbook from:

§102-194.30

Standard and Optional Forms Management
Office General Services Administration
(Forms-XR)

1800 F Street, NW.; Room 7126

Washington, DC 20405-0002

(202) 501-0581

http://www.gsa.gov/forms

§102-194.10 What is a Standard form?

A Standard form is a fixed or sequen-
tial order of data elements, prescribed
by a Federal agency through regula-
tion, approved by GSA for mandatory
use, and assigned a Standard form
number. This criterion is the same
whether the form resides on paper or
purely electronic.

§102-194.15 What is an Optional form?

An Optional form is approved by GSA
for nonmandatory Governmentwide use
and is used by two or more agencies.
This criteria is the same whether the
form resides on paper or purely elec-
tronic.

§102-194.20 What is an electronic
Standard or Optional form?

An electronic Standard or Optional
form is an officially prescribed set of
data residing in an electronic medium
that is used to produce a mirror-like
image or as near to a mirror-like
image as the creation software will
allow of the officially prescribed form.

§102-194.25 What is an automated
Standard or Optional format?

An automated Standard or Optional
format is an electronic version of the
officially prescribed form containing
the same data elements and used for
the electronic transaction of informa-
tion in lieu of using a Standard or Op-
tional form.

§102-194.30 What role does my agency
play in the Standard and Optional
Forms Management Program?

Your agency head or designee’s role
is to:

(a) Designate an agency-level Stand-
ard and Optional Forms Liaison rep-
resentative and alternate, and notify
GSA, in writing, of their names, titles,
mailing addresses, telephone numbers,
fax numbers, and e-mail addresses
within 30 days of the designation or re-
designation.
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